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letters to individuals who have had
their FOIA request placed in the com-
plex track) are included in §806.27.

(2) Simple requests can be processed
quickly, with limited impact on the re-
sponding units. The request clearly
identifies the records with no (or few)
complicating factors involved. There
are few or no responsive records, only
one installation is involved, there are
no outside OPRs, no classified or non-
government records, no deliberative
process/privileged materials are in-
volved, records contain no (or limited)
personal privacy information/did not
come from Privacy Act systems of
records concerning other individuals,
or time extensions not anticipated.

(c) Complex requests will take sub-
stantial time, will cause significant
impact on responding units. Complica-
tions and delays are likely. Records
sought are massive in volume, multiple
organizations must review/coordinate
on records, records are classified,
records originated with a nongovern-
ment source, records were part of the
Air Force’s decision-making process or
are privileged.

(d) Expedited processing. Examples of
letters to individuals whose FOIA re-
quests and/or appeals were not expe-
dited are included in §806.27.

§806.7

(a) A listing of some AFIs that pro-
vide guidance on special disclosure pro-
cedures for certain types of records is
provided in §806.28. Refer to those in-
structions for specific disclosure proce-
dures. Remember, the only reason to
deny a request is a FOIA exemption.

(b) Refer requests from foreign gov-
ernment officials that do not cite the
FOIA to your foreign disclosure office
and notify the requester.

(¢c) If you have a non-U.S. Govern-
ment record, determine if you need to
consult with the record’s originator be-
fore releasing it (see §806.9 and
§806.15(c)). This includes records cre-
ated by foreign governments and orga-
nizations such as North Atlantic Trea-
ty Organization (NATO) and North
American Aerospace Defense (NORAD).
You may need to coordinate release of
foreign government records with either
the U.S. Department of State or with
the specific foreign embassy, directly

Use of exemptions.

11

§806.10

through the MAJCOM FOIA office. Co-
ordinate release or denial of letters of
offer and acceptance (LOA) with SAF/
IA through 11 CS/SCSR (FOIA), 1000 Air
Force Pentagon, Washington DC 20330—
1000.

§806.8 Description of
record.

Air Force elements must make rea-
sonable efforts to find the records de-
scribed in FOIA requests. Reasonable
efforts means searching all activities
and locations most likely to have the
records, and includes staged or retired
records, as well as complete and thor-
ough searches of relevant electronic
records, such as databases, word proc-
essing, and electronic mail files.

requested

§806.9 Referrals.

(a) Send all referrals through the
FOIA office. The receiving FOIA office
must agree to accept the referral be-
fore transfer. The FOIA office will pro-
vide the name, phone number, mailing
address, and e-mail address of both the
FOIA office point of contact and the
record OPR point of contact in their
referral letter. Include the requested
record. If the requested records are
massive, then provide a description of
them. Referrals to, or consultations
with, DFOISR are accomplished from
the MAJCOM level. Section 806.27 has
an example of a referral memo.

(b) In some cases, requested records
are available from the GPO and NTIS,
5285 Port Royal Road, Springfield VA
22161. These organizations offer certain
records for sale to the public. Current
standard releasable Air Force publica-
tions are available electronically on
the WWW at http:/afpubs.hq.af.mil/. For
requesters without electronic access,
NTIS has paper copies for sale. Give re-
questers the web address or NTIS ad-
dress when appropriate. However, if the
requester prefers to pursue the FOIA
process, consult with HQ AFCIC/ITC
through the MAJCOM. Refer FOIA re-
quests for Air Force publications that
are classified, FOUO, rescinded, or su-
perseded to the OPR through the ap-
propriate FOIA office.

§806.10 Records management.

Keep records that were fully released
for 2 years and denied records for 6
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